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Desk Guide for the Web Version of ATAAPS

Personnel Management
The Personnel Management feature can be used for:

Adding a New Employee

Managing the Favorites List
Assigning a Temporary Tour of Duty
Changing the Permanent Tour of Duty
Displaying Team Assignments

Detailed instructions for each of these tasks can be found in the Process Instructions from
On-Line-Help.

Changing Tour of Duty for Employees

To change the Permanent or Temporary Tour of Duty for an employee, click the Personnel Management link
on the ATAAPS Main Menu.
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1. Following is the screen for changing an employee’s tour of duty. Select the desired Team by using the
drop down menu and display that Team by clicking on the Team button. Select the employee that you
wish to change the tour of duty for by using the drop down menu and clicking on the Employee button to
select. Once the employee is displayed, select the Perm Tour link to change the Permanent Tour of
Duty.
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2. Using the Add Tour drop down menu, select the Pay Period this change is to become effective. Then click
the Add Tour button.
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3. Select the Alternate Work Schedule (AWS) drop down and choose the employee’s AWS. After selecting
the proper AWS for the employee, click the “Update AWS” button. If needed, change the employee’s
Duration Hours for each day. When finished with updating all Duration Hours, click the Calculate and
Validate Total button at the bottom of the screen to verify the correct number of hours for each day of the
pay period. Click the Save and Close button at the bottom of the screen to save changes.
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1. Following is the screen for changing an employee’s tour of duty. Select the desired Team by using
the drop down menu and display that Team by clicking on the Team button. Select the employee
that you wish to change the tour of duty for by using the drop down menu and clicking on the
Employee button to select. Once the employee is displayed, select the Tour Day link to change
the Temporary Tour of Duty for a specific pay period.
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2. Using the Add Tour drop down menu, select the Pay Period this change is to become effective.
Then click the Add Tour button.
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1. The following will appear.

Add Tour: || Add Tour
ﬂ_ Lahor Open Date |Close Date Period Length Alternate Work Schedule
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2. Click on the Book icon and the following screen will appear.

Day |Duration Night Diff Sunday Premium
2003 Jul 13 Sunday 1 0.00 » || 000 »

2003 Jul 14 Mlonday 9.00 s || 000 W
2003 Jul 15  Tuesday 300 =l 000 s &Y Click Here to
2003 Jnl 16 Wednesday .00 w || 000 Change

Duration Hours
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2003 Jnl 22 Tuesday %D 9.00 s || 000 W
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Total Scheduled Hours: 20.00
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3. Ifneeded, select the Alternate Work Schedule (AWS) drop down and choose the employee’s AWS. After
selecting the proper AWS to update for the employee, click the “Update AWS” button. If needed, change
the employee’s Duration Hours for each day; this would be where you change the AWS day for an
employee. When finished with updating all Duration Hours, click the Save & Close button at the bottom
of the screen to save changes.
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Entering Labor Hours

The items in blue and underlined on the following screen are available for selection
click on "Labor."
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. To enter labor hours,

The following is the screen for entering labor hours. Select the desired Team by using the drop down
menu and display that Team by clicking the Team from the drop down list and then click on the Team
button. Select the employee that you wish to record hours for by using the drop down menu and clicking
on the employee’s name then click the Employee button. Select the desired pay period from the drop
down menu and then clicking on the Pay Period button to display or use the arrow buttons next to the drop
down menu. To enter labor hours, click on the Insert Row Button located below the Reported Hours line.



Desk Guide for the Web Version of ATAAPS

3. The screen will change to look like the one below. This will display a selection of pre-determined
WC/Tasks/Job Order combinations.

herps:foust-su ppoet-dev. dFas. mil: 447 fserviletlataap s Wieb,

= |ORGATS TUNTIOHNDEWM Union Rep - TUNIOHDERM-D11
= [oRca1 _ £ [DDILVEDEM-D1
Make Your
Selection First
Click Here
Second

4. You are now ready to input Labor Hours. Enter time by typing the number of hours, i.e., 8,9, 7.45.
(NOTE: Whole hours are entered by just entering the number, i.e. a 4 with no decimal. Partial hours are
entered as HH.MM (hours, hours, minutes, minutes) by using a decimal point not a colon. For example:
quarter hours are .15, .30, and .45). All hours must be recorded in 15-minute increments. Below is an
example.
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: ||—l§[ : H PayPeriod |
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5. Click the save button to update the database. If you fail to click the save button before closing the window,
the system will not save the entry. Also, number of hours must be entered for each row created or the
system will display the message: "Labor Duration Not Entered" under the line where no hours have been
entered. The system will also alert if the number of hours entered exceed the scheduled hours (regular
hours) on any given day by an # above the day where the problem occurs as shown below. ALL errors
must be corrected before successfully saving all entries to the database. If time is correctly entered, no
error messages will display after clicking the save button. The system has saved all entries to the database.

0 -0 RRG LHeOREEUA oo

| ' Tﬁam‘ 815531 : J] Team
|

‘Employee: BEALL, PAULETTEC | v] [Employes |

| B?ﬁﬁhfﬁmiipm-?mii | ' H PayPeriod
NiDifiHaz/Oth: No Concur: No [Certified: No

Click Here
first to .
delete a
row.

Click Here
second to
delete a
row.

1 —

To delete a row:

e Select the row to delete by clicking in the Delete Check Box Field (shown above under
the trashcan icon).

® (Click the Delete Rows Button



Desk Guide for the Web Version of ATAAPS

Recording Differential, Hazard and Other Hours

1. To show sick leave as "Family Friendly" enter the hours for the day that it applies. Then click “Save” and

then click on the "NtDiff/Haz/Oth" button located below the row on the screen. The page will change as
shown below:
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2. You then click on "add" below the day the entry will apply to and the system will display the following
screen:
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3. Choose the reason that applies and click the "Reason" button. The system will return to the labor screen
and the proper code under the day you indicated as shown below:
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4. Click the "Save" button to post the entry to the database.
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To Display Summary Hours for the Pay Period

1. To review the information for the pay period, click on the summary button. The screen will change as
shown below:

Q- O NRAG LPH@®O 2REELA -
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2. To return to the labor screen you click on either "Back" located on the left side of the screen.
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Uncertified Employees Report

1.

4.

5.

Select the Inquiries option from the ATAAPS Main Menu.

Select Uncertified Employees using the radio button. Then Click Continue.

Select the current Pay Period or select a specific Pay Period.
Select the Roster/Team you wish to query by highlighting and clicking “Add”.

Select the “Process” button.

ATAAPS will display the number of employees whose time has not been certified and who is their designated
certifier. To display the employee and the certifier, select the Uncertified Time Detail option as shown below.

2 Inquiries - Microsoft Internet Explorer

File Edt View Favorites Tools  Help

Q- O W B G Psowen Pormotes @i @ (353 ) B
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Pay Period Begin: 2003-Ju-15 Here

Number of
Roster Uncertified | Certifying Official
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|TRMRSTE. | 15 [ERHART, BARBARS

Mew |nquing

‘ | | él . Internet
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Certifying Time and Attendance

1.

Select the certification link on the Main Menu page. The following page is then displayed. (All
employees and SSNs are fictitious.)

T} ATAAPS Certilication Window - Microselt Internet Explorer = |5 x| M
[Pz Edt View Pavcites Todk  Hep El=
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i;ﬂ.ﬂ_h._}’[;;li |3]D2.Elec.l2ll ._i ﬂﬁl | PayPesind _I -
Wl
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m‘g [ o ﬁﬁ%ﬁﬁ.ﬂﬂm 447244444 2000 E0D) 6203 1100 oo 1500 ﬁrﬁiﬁlah T‘-._:
W F I BURRISDAKELLY 40720444 3000 35000 400 900 oo amg SoRmDERh
W & o CHAPMANDA  ugipaws o0 aw ww 3w o oo EREAREDLDL
W o PATESTY awpmas om @m sm 4m o g SERETECRL
W ~ [ DOBESDACHRIS 4015.464 3000 2000 600 1400 o000 so0 Sl RHEBh
W & DORMOND g mm  gm mae ne 0w g paerbDERL
u [ I FORD.DE BECKY &47.20-d444 3000 3001 2403 400 Dao 3.00 mﬁl-ﬁl'
W o FUIER spaiad 000 0 e ;o oo 3eg posREEEDL <
ﬁ.
Save B
i = &
[Eioene o [ | P ocalntranet G
2. To view the labor details for an employee, click the book icon next to the employee’s name.
3. To certify an employee’s data, click in the certify check box. To decertify uncheck the box.
Note: The certify check box will be grayed out if all employee tour hours have not been reported or if
the certification window is not yet open.
4. To access an alternate certification roster, click on the roster drop down, and then click the roster button.
5. To change pay periods click the << button to proceed to the prior pay period or the >> button to see the

next pay period. Alternatively click the pay period drop down, select the desired pay period and click the
pay period button.

Click Save.
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ATAAPS Help Function

For a complete list of help topics in ATAAPS, click on the Help link located in the lower right portion of the
Main Menu. This will open an additional copy of the web browser with links to all help pages.
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For detailed help on any ATAAPS web page, click on the Help link located in the lower right portion of all
web pages. This will open an additional copy of the web browser with specific informative help pages and
links.

- ATAAPS 14 Day Labor Window - Microsoft Internet
J Fil=  Edit  Wiew Favoribes  Toc

; Reporting Labor - Microsoft Internet Explorer

| wBack - = - D @t | &[] Fle Edt View Favorites Tools  Help
|tinks >*| | address I@ hetps:jiatasps || <=Back - =+ - (£ 2y | @usearch [EFavorites  (History | By S S 2

JLinks > J»Qddress I@ https: /{ataaps.doe,gov/ataaps/helpfreportinglabor, html LI (=t

Click Here
X Return to Help Contents TO ClOSE

ll:
Reporting Labor
—

Moda: Some types of labor howrs cannot yer be entered in the Web browser-based application,
Beg for example, military leave or traumatic fnjury. Fiabor howrs of these fypes have bean iaput
NiDi throwgh the Windows based application, they will be displayed, but cannot be modified.

When you initially open the labor screen, it will display your own labor for the current pay period.
Foumay change to a different pay period either by selecting the desited pay period using the pay
petiod drop-down, and then clicking the pay petiod button, or wou may go to the previous or next
pay period by clicking on the Previous/Hext links. Refer to Changing the Pay Period for more

F information.
If you ate a timekeeper and enteting labor for someone else, you may use the teatn and employes

= dtop-downs and buttons to display that employee’s labor record. Refer to Selecting Teams and
Employees for more information. If your organization has more than one UIC and the person you are
entering labor for belongs to a different TIC than the current one, refer to Changing the A ctive TTIC
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Note: You will need to close this window by clicking on X in the upper right corner of either window.
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